System for Ad%:ﬂn?s%ﬁfn Trainine and Self-Register in a Scheduled Offering
Education Resources for NAS

Job Aid: Self-Register in a Scheduled Offering

Description: These steps demonstrate how to use the Learning Plan, Calendar of Offerings, and
the Catalog to locate Scheduled Offerings and self-register. Each task below demonstrates a
different method of registration.

Tasks

A. Registration from the Learning Plan

B. Registration from the Calendar of Offerings

C. Registration from the Advanced Catalog Search

Task A: Registration from the Learning Plan

o Click Learning > Learning Plan
in the top menu. @ Sy o Ao T

anal
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Welcome

Learning

. =
o Learning Plan = Learning Calendar = g

T O L R e ¥ © W ) ---"

@ Click on the Register button for [ fexpand &Il [colipsean =~ -
. Learning Plan
the Item for which you want to ’
H Required By .
reg|Ster' } New Employee Orientation &8 | @ apriiseoos rr:‘lleugsl;tbe?’ed
|’ Company Policies and Procedures | B | Apr/ajzoos | ,ﬂ,e, ............. J
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Locate the Scheduled Offering for ||~ avaitable scheduted orterings

which you want to register. o
1 Jun/27/2005 09:00 AM Jun/27/2005 05:00 PM New Yark
. . America/Mew York America/Mew Tark Office - Mew
9 Click on the Register button. e h—

e ,...9 N

Click on the View Details button
to view the exact times and
locations for each Segment of the
Scheduled Offering.

@ Comments are optional. Use this “V “"’”_”
field for comments for the Eg's ration - omments
instructor, such as special needs. Learner Bulb, Flash
Name:
G Click on the Confirm button. Registration ENROLL (Enrolled)
Status:
Comments:
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Task B: Registration from the Calendar of Offerings

€ Click Catalog > Calendar of O ot ]
Offe”ngs n the tOp menu. L f i wielcome Flash Bulb | Home | Search Catalog :_

Personal Career Catalog

= Browse Catalog = Calendar of Offerings = Simple Catalog Search = Adwanced Catalc}l

@ Use the Month Of dropdown or (s B B ve < oot [T BI[ 5] » - Calender search Calondar totions]
the arrOWS tO VIeW different calendar of Offerings 2 3
months.
OR

@ Click on the Calendar Search
link to use a keyword search.

0t A, A .l 5 e . B A 0 e, 0 0 0 A, A, 55l 5 o i a0

The Subject Area of the % o e‘“ T T
Scheduled Offering and the ! I Technology (1 1
number of Scheduled Offerings i offering) f
that are scheduled for that day )
are displayed. i I
f 1
Subject Areas may be color-
coded.
@ Click on the Subject Area.
@ Click on the Register button. e B

< Offerings on Thursday, June 30, 2005 Calendar Search Calendar Options
=

=] = Day

: :
Click on the Start Time and Date

Area .

to V|eW the Segment deta“s Of the B Technology | Easic Electronics | Instructor Led | Regional Training Center| Jun/30/2005 02:00 AM America/Mew York | 8 hours W
Scheduled Offering. ( 5 )
@ Comments are optional. Use this o e
field for comments for the
instructor, such as special needs. Learner Bulb, Flash
Name:
ﬂ Click on the Confirm button. Registration ENROLL (Enrolled)
Status:
Comments:
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Self-Register in a Scheduled Offering

Task C: Registration from the Advanced Catalog Search

€ Click Catalog > Advanced
Catalog Search in the top menu.

@ Enter keywords in the search
criteria for the Item you are
searching for.

9 Select Offerings from the Search
Options.

@ Enter other specific criteria as
needed, such as Facility and date
range.

G Click on the Search button.

Locate the Item for which you

Personal Learning Career Catalog

= Browse Catalog = Calendar of Offerings = Simple Catalog Search = Advanced Catalog Searchi

B om e ot e P A S o B, et e e, B R 8 o et s e B b s e,

Title: [Contains =]

Description: Im
Subject Area: Im 9

Delivery Method: IContains vI

Source: Im

ID: [Contains =]

Search Options

PR [P R S |

L TR WY P

]

Search for: C Items = Offerings 1
i

Facility: Im 1‘.
From: | 'If
(MMM vy ) Q 3
To: | J

(MMM ey ) 3
L

Catalog Search Results

want to register and click on the Title \
arrow to expand the Item. :
* Basic Electronics 'i
* Lighting Concepts for the Workplace ¥ 5
{
b New Employee Orientation 1:
6 1
1.
e Click on the Register button for T S
the Scheduled Offering in which | ™= - Er {
. T Basic Electronics & ready ©n |

you want to reglster. Flan
Start Date/Time Facility & Location Price ($) Action ¥
| k h d Jun#30/2005 09:00 AM America/Mew Tork Regional Training Center - 0.00 W '1_
Click on the Start Sate and Time ;

to view the Segment Details.
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Comments are optional. Use this
field for comments for the
instructor, such as special needs.

@ Click on the Confirm button.

System for Administration Training and
Education Resources for NAS

Self-Register in a Scheduled Offering

B T i

Registration Comments

Learner Bulb, Flash

Mame:

Registration EMNROLL (Enrolled)

Status:

Comments:
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